L .

Were Hiring
Assistant Clerk
19 howrs per week)

Salary SCP 12 starting point L2718

per annum (based on 37 hours per week)
includes Lacal Gowernment Pardion

e =
¥ il i Busingss Hub, South Stafferdihive Council, Welarhampton
I.f Road, Codsall
ol of the Assistant Clerk is to provide administrative supgart to the Parish Clerk
ard the Parish Council.

The pest holder will work closely with the Parish Clerk to help implement the aims and
ohjrctives of the Counil, 18 is ensential 1o have 2 flexible spproach to work 1o meet
desdlines. Thare may be some training and meetings sutside of ofifice hours a5 and

wihen regquined,

Applicants will have the determination and organisatianal skills to manage a busy and
waried workload, Applicants should ideslly have an administration or professionsl
and a good bevel of IT skills to includs working
with websites, Lxperience in using Office 36% is essential in particular Outiook, word
{imeluding mail merge) and Excel Knowhedge of WerdPress, M5 forms, and Canva

wouskd be an advantage,
Whilst previous g in foc Is mot critical, of
administration relevant to Parivh Councily would be useful slong with 4 commizment
o undertake sector relevant qualifications

Closing Date: 27th September 12pm
______Interviews 1o take place from 10am Wednesday Iith Sepremberiodd




